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Draft Amendments to Civil Service Rules 

Rule 5-3:  Compensation Schedules 
Rev A , October 15, 2003 

Proposed additions are double-underlined.  Proposed deletions are struck-through. 

 

5-3 Compensation Schedules 1 

5-3.1 Compensation Schedules 2 

The civil service commission shall approve compensation schedules that establish the rates of 3 
compensation for each class of positions in the classified service.  The rates of compensation 4 
authorized are for full-time employment.  Payment for part-time service is proportionate to 5 
the time actually worked.  If a new classification is added to the classification plan, the state 6 
personnel director shall initially establish the rates of compensation for the classification.    7 

5-3.2 Departmental Salary-range Subdivisions 8 

An appointing authority, with the prior written approval of the state personnel director, may 9 
implement departmental salary-range subdivisions within a salary range.  A salary-range 10 
subdivision must fall within the range of rates of compensation approved by the civil service 11 
commission for the classification.  The salary-range subdivision must be based on relevant, 12 
job-related departmental considerations, such as job complexity, level of responsibility, 13 
market conditions, or reporting relationships.  The appointing authority shall publish all 14 
approved salary-range subdivisions for its affected employees.  15 

5-3.3 Individual Compensation 16 

The appointing authority shall assign the individual level of compensation for each classified 17 
employee as provided in the compensation plan.  The individual level of compensation must 18 
fall within the range of rates of compensation approved by the civil service commission for 19 
the employee’s classification level.  If the appointing authority implements an approved 20 
salary-range subdivision, the individual level of compensation of an employee subject to the 21 
subdivision must also fall within the approved departmental range of rates for the subdivision.  22 
Any exception must be approved by the state personnel director. 23 
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5-3.4 Operation of Compensation Schedules 1 

An employee in the classified service cannot be paid less than the minimum nor more than the 2 
maximum authorized in the compensation plan, unless authorized by the state personnel 3 
director. 4 

(a) Initial appointment.  On initial appointment, an employee is paid the minimum salary 5 
step in the salary range unless the appointing authority chooses to pay a higher initial 6 
salary as authorized in the compensation plan. 7 

(b) Schedules with steps.  If the compensation plan creates steps in the pay range, an 8 
employee receives pay increases in the amounts and at the intervals provided for in the 9 
compensation schedule for the employee’s classification level.  An employee under an 10 
unsatisfactory probationary, interim, or follow-up rating is not eligible for a step 11 
increase. 12 

(1) Effective date.  Any pay increase is effective at the beginning of the first pay period 13 
after the employee becomes eligible.   14 

(2) Advancement.  An employee advances in pay by successive steps of the pay range 15 
for the employee’s classification level, as provided in the compensation plan, unless 16 
a special increase is granted in accordance with the compensation plan. 17 

(3) Reduction of pay.  An appointing authority may, for cause, reduce the pay of an 18 
employee receiving more than the minimum step for the classification level. 19 

(4) General schedule revision.  If the compensation schedule is amended, an employee 20 
is paid at the salary step corresponding in length of service to the step at which that 21 
employee was being paid in the previous salary range for the classification level. 22 

(c) Performance-pay programs.   23 

(1) Salary range.  For each class of positions in a performance-pay program, the civil 24 
service commission shall approve a salary range that includes (1) a minimum point, 25 
(2) one or more control points, and (3) a maximum point: 26 

(A) Minimum point.  The minimum point is the lowest base salary payable to an 27 
employee in the classification. 28 

(B) Control point.  The control point is the highest base salary payable to an 29 
employee in the classification. 30 

(C) Maximum point.  The maximum point is the maximum total salary, including 31 
both base salary and any lump sum awards, payable to an employee in the 32 
classification during a fiscal year. 33 

(2) Performance-pay awards.   34 

(A) Awards authorized.  If an employee’s position is included in a performance-35 
pay program, the appointing authority, with the approval of the state personnel 36 
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director, may award the employee an increase in base salary or a lump sum 1 
award, or both, in accordance with the compensation plan.  The director may set 2 
limits on the amount of performance pay that may be awarded in a fiscal year. 3 

(B) Performance ratings.   4 

(1) If the employee receives a needs improvement annual rating or an 5 
unsatisfactory interim or follow-up rating, the employee is not eligible for 6 
a base salary or lump sum award.   7 

(2) If the employee receives an unsatisfactory interim or follow-up rating, the 8 
appointing authority may reduce the employee’s base salary in accordance 9 
with the compensation plan. 10 

(C) Temporary suspension.  Notwithstanding any other rule or regulation, an 11 
appointing authority is prohibited from awarding or paying an increase in base 12 
salary or a lump sum award under subsection (c)(2)(A) during the period 13 
October 1, 2003, through September 30, 2004. 14 

(d) Conversion of performance-pay schedule to step schedule.  If a classification is 15 
converted from a performance-pay schedule to a schedule with steps, an employee whose 16 
position is converted must be placed at a step at least equal to the employee’s base salary 17 
under the performance-pay plan at the time of conversion in accordance with the 18 
regulations.  19 

(e) Salary rate for temporary projects.  Upon request of an appointing authority, the state 20 
personnel director may approve alternative or supplemental compensation that exceeds 21 
the scheduled maximum rate of pay for an employee assigned to a temporary project.  22 
The appointing authority must receive written authorization for the project pay from the 23 
department of civil service before the employee is assigned to the project.  Temporary 24 
project pay may not exceed two years without the written authorization of the state 25 
personnel director. 26 

(f) Red-circled pay treatment.  The state personnel director may authorize an employee’s 27 
salary to be red-circled.  An employee whose pay is red-circled continues to be paid at 28 
the employee’s red-circled salary rate until the scheduled maximum salary of the 29 
employee’s classification or classification level equals or exceeds the red-circled salary 30 
rate.  An employee whose salary is red-circled is not eligible for any portion of a general 31 
wage adjustment that exceeds the maximum of the employee’s classification or 32 
classification level.   33 

5-3.5 Salary Rate upon Change in Classification, Return from 34 
Layoff, or Reinstatement 35 

An employee who moves from one classification to another and who returns from layoff or is 36 
reinstated after separation is paid in the new classification at the appropriate salary step in 37 
accordance with the compensation plan. 38 
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5-3.6 Payment at Death of an Employee 1 

The appointing authority shall pay the final wages due a deceased employee in accordance 2 
with a primary and secondary beneficiary designation filed by the employee under regulations 3 
issued by the state personnel director.  In the absence of a valid beneficiary designation, 4 
payment is made only in accordance with the instructions of a court. 5 

5-3.7 Compensation from Other State Sources 6 

A classified employee who concurrently occupies more than one position in the state service 7 
cannot be credited with more than 80 hours in pay status for any purpose, except salary.  8 
Salary is prorated and paid by each department on the basis of time actually worked for each 9 
department. 10 

5-3.8 Pilot Compensation Plans 11 

The civil service commission may approve pilot compensation plans for individual 12 
classifications.  A pilot compensation plan may be limited to a classification or group of 13 
classifications in one or more departments or programs, upon approval of the state personnel 14 
director.  15 

5-3.9 Approval and Disapproval of Disbursements for the 16 
Classified Payroll 17 

The state personnel director shall certify each payroll for the classified service.  Payroll 18 
certification is based on computerized payroll system edits of payroll calculations and 19 
personnel transactions and the audit of personnel transactions for compliance with civil 20 
service rules and regulations.  The director shall establish edit requirements and audit 21 
procedures.  The director may delete from the payroll any item that cannot be certified under 22 
this rule and shall give notice of the action, together with the reason for the action, to the 23 
appointing authority concerned. 24 

 

 

 


